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PURPOSE

This Administrative Directive establishes standard policies and procedures in the authorization
and reimbursement of travel expenses to city employees traveling on official city business.

POLICY

A.

A.

Official travel is authorized under the following guidelines:

1. To conduct official city business, when in-person is the most economical or
efficient method;

2. To attend professional development conferences and training seminars, related
to the employee’s profession, or;

3. To attend other official functions deemed a benefit to the city.

Written approval by the Department Director or his/her designee is required for all
travel. Department Directors require written approval from the City Manager or his/her
designee.

The city will only pay travel expenses authorized by a signed and approved travel order
or day-trip travel form. Employee must provide receipts for all travel expenses except
for per diem.

Each employee is primarily responsible for ensuring their own compliance, and certifies
that compliance by signing the travel authorization and requesting payment of
expenditures. Should any staff member determine an overpayment has been made,
repayment will be obtained from the employee (or other recipient of funds). Should any
staff member determine an underpayment has been made; additional payment will be
made to the employee.

Vacation or compensatory time in conjunction with travel on official business is
authorized at the travel destination, if approved by the employee’s Department
Director.

DEFINITIONS

Approved Travel Order - A Travel Order Form that has been signed and approved by
the employee’s Department Director or designee.

City Vehicle — For the purpose of this directive, a vehicle either owned by the City of
Tucson or rented from the city’s contracted vendor.

Day-Trip — Official travel, where the destination is out of Pima County, that allows an
employee to depart and return on the same day.
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D. Day-Trip Travel Form - A form used to authorize an employee day trip. See

Attachment 2, Day-Trip Travel Form (Attachment 2).

E. Entertainment Expense — The purchase of a meal for a non-city employee for the
express purpose of conducting business. The main purpose of the meal must be to
conduct business, the business must actually be conducted during the meal, and there
must be more than a general expectation of other specific business benefit at some

future time.
F. Expense Report — The section of the Travel Order form that itemizes travel expenses
G. GSA - Government Services Administration. This agency promotes best practices and

efficient government operations through the development of government wide policies.

H. Meals and Incidental Expenses (M&IE) — Expenses while traveling that include
meals and tips/gratuities for food and luggage handling type services. These expenses
are included in the per diem rate.

L. Miscellaneous Expenses — Expenses incurred that are not included in the per diem
rate. These expenses require receipts for reimbursement and include such items as
cab fares, fax and telephone charges, room taxes, laundry, parking, and other
business related expenses.

J. Per Diem Rate — A federally established rate by travel locale for meals and related
incidental expenses for employees on official government business

K. Procurement Card (pCard) — A credit card issued by the city that may be used to
make online travel arrangements, reserve hotel rooms, pay conference or seminar
fees, or other business expenses related to approved travel.

Lz Travel Advance — An advance of money equal to the estimated amount of travel
expenses. This is considered a loan that is repaid by completing an actual expense
portion of the City of Tucson Travel Authorization form.

M. Travel Order - The term “travel order” refers to a form used by the City of Tucson to
request authorization for travel, excluding day trips.

N. Zero Cost Travel — Travel that is paid entirely by an entity other than the City of
Tucson. There is no payment of funds made by the city.

ROLES & RESPONSIBILITIES

A. Department Responsibility

1. Department directors are responsible for:
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VL.

B.

2.

Reviewing and approving all travel requests. Official travel should be
limited to those trips that are essential to the performance of the
department’s mission.

Managing department travel expenses.

Ensuring fiscal and budgetary responsiveness through internal controls.
Control measures should include, but not limited to, destination reviews,
itinerary applicability to mission accomplishment, and other measures
that prevent potential fraud or perception of fraud.

Department Travel Coordinators are responsible for:

a.

b.
c.

Coordinating travel order processing and verifying that travel documents
are in compliance with this administrative directive

Serve as department point of contact for the contracted travel agency.
Assist department travelers, as needed, with travel documents and
process requirements.

Business Services Responsibility

Process travel advances and final payment of travel expenses, as authorized
by the employee’s Department Director based on the approved travel order.

Perform a post travel audit of a sample of each department's monthly closed
travel orders. Report audit results of travel order related costs to the
Department Director.

Manage the travel order processing for departments that have less than 10
travel order requests annually, if requested. Departments will still be required
to manage the travel arrangements.

INSURANCE COVERAGE

A.

City Risk Management requires that a signed and approved travel order or day-trip
travel form is obtained prior to travel for all travel outside of Pima County.

If an employee is traveling outside of the United States, a copy of the approved travel
order must be sent electronically to the city’s Risk Manager at least ten days prior to
the scheduled travel date.

An employee traveling without an approved travel order will not be covered by the City
of Tucson insurance program.

TRAVEL EXPENSE ALLOWANCES

Travel expenses are paid or reimbursed under the following guidelines:

























